CM/ECF Attorney Manual Filing a Claim

Filing a Claim - When claims are filed in a CM/ECF case, the claim is attached to the creditor
record of the claimant. One must first retrieve the creditor by searching the creditor database and
then link the claim to it. Most often the creditor filing the claim has already been added to the
creditor database. The following instructions will guide you through the process of Filing a
Claim to the Electronic Case Filing (ECF) system. In the event the creditor filing the claim is
not listed, the procedure for adding a creditor is included in these instructions.

STEP 1 Select Bankruptcy from the Main Menu, then click on the File Claims hypertext
link from the Bankruptcy menu.
Bankruptcy Events

Answer/Response...

Appeal

z Claim Actions

O Bankruptcy Creditor Maintenance...
File Claims

@ iions:’Al_gglications

Notices

Open a BK Case
Miscellaneous
Plan

STEP 2 The Search for Creditor screen displays.

Search for Creditor

Case Number [04-20060

Name of creditor [Bank
Type of creditor | Creditar B

= EX »

¢ Case Number - enter the case number in YY-XXXXX format (include hyphen).

¢ Name of creditor - You may leave this field blank for the system to display the
pick list of all existing creditors for the case selected or enter the name of the
creditor filing the claim using helpful search clues as follows:

> Searching may be case sensitive (depending on the version used by the
Court) (Smith - not smith)
> Include punctuation. (O’Brien)
> Partial names can be entered. (Smi)
> Significant words or names are effective (Radio for Radio Shack; Bank for
Bank One, etc)
> Try alternate search clues if your first search is not successful.
> Wild cards will not be recognized.
¢ Type of creditor - Do not change the default in this box; leave type as creditor.
¢ Click on Next to continue, or Clear to re-enter search data.
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STEP 3 The Select a Creditor for Claim screen displays the creditor(s) who meet the
search criteria entered in Step 2.

Select a Creditor for Claim

Case 2:04-bk-20060: Mary Jane Smith
| 2204 - Bank One - Main Street Charleston, Wy 25301 7]

Add Creditor

Nextl Clear |

¢ If the Name of Creditor field in Step 2 was left blank, click on the down arrow to
the right of the dialog box to display a list of all creditors for the selected case.

¢ If there is an exact match, click on the creditor to highlight and click Next,
proceed to Step 10.

¢ If creditor is not listed or listed with a different address, click on the Add Creditor
hypertext link and proceed to Step 4.

STEP 4 The Creditor Processing screen with the case number displays.

Creditor Processing

Case Number
[pa-20080 09-12345,

M Clear |

¢ Click on the Next button.

STEP 5 The Add Creditor(s) screen displays.

BAdd Creditor(s)

Case 2:04-bk-20060 already contains creditors!
Case number 2:04-bk-20060 Mary Jane Smith
Name IBﬁnkThree
Address 1 [COne Circle Square
Address 2 [Charleston, W 25301
Address 3]
Address 4]
Address 5]
Type | Creditor j
Creditor committee = No « Yes
« Continue To Enter & Last Entry

Mext Clear |
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STEP 6

STEP 7

¢

Name: Type in the full name of the creditor

Address 1: Type in the Street or P. O. Box address

Address 2: Use for additional lines of the street address if needed (such as
Apartment Number) or type in the City, State and Zip Code.

Type: Leave at Creditor default.

Creditor Committee: Select No or Yes, as appropriate.

Continue to Enter or Last Entry: You must select Last Entry before
continuing. Click on the radio button beside Last Entry to end adding creditors.
Click on the Next button.

A Verification screen displaying the Total Creditors Entered is displayed.
Add Creditor(s)

Total Creditors Entered 1

s

Subrmnit I

Click on the Submit button.

The Creditors Receipt screen displays showing the Total Creditors Added to
Database.

Creditors Receipt

Case Number 04-20060
‘Total Creditors Added to Database |1

File A Proof Of Claim

Return To Creditor Maintenance Menu

Click on the File A Proof of Claim hyperlink.

Page 3



CM/ECF Attorney Manual Filing a Claim

STEP 8

STEP 10

The Search for Creditor screen displays.

04-20060

Credtor % 7]
Next|  Cleer |

Name of creditor: Type in the name of the creditor added in Steps 4 through 7.
Click on the Next button.

The Select a Creditor for Claim screen displays.

2289 - Bank Three - One Circle Sguare Charleston, W' 25301 ]

Mext|| Gour |

Click on the creditor’s name.
Click on the Next button.

The Proof Of Claim Information For screen displays.

| Sorianon | Clame,  ATECmEpuiecin | {TERy

| | | | |

Amends Claim # - if this is an amended claim, enter the original claim number
this claim amends.
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STEP 11

L 2 2B 2

STEP 12

Duplicates Claim # - if claim is a duplicate of one already filed, enter claim
number this claim duplicates.

Filed By - system defaults to creditor, click on down arrow to the right to select
from the available options.

Late - is this claim filed after the claims expiration date? Click on down arrow to
the right to select No or Yes.

Status - leave blank. For Court Use Only.

Amount Claimed - Unsecured, Secured, Priority, Unknown: enter the amount
of the claim in the appropriate field(s) including the decimal (do not include
dollar sign or commas).

Amount Allowed: For Court Use Only.

Description - use for any additional information you may want to include, such as
a short description of collateral.

Remarks - For Court Use Only.

Next - click this button when all claim information has been entered.

The Select the pdf document screen displays.

Case 2:04-bk-20060
Select the pdf document (for example: C:1199cv501-21.pdf).
Filename

|O:\PDFﬂIes\Elankruptcy - Proof of Clairr. - Browse...

IAttachments to Document: © No & Yes

ks

Type the path and file name in the blank box, or

Click on the Browse button to navigate to the appropriate directory and file.
Click on the Yes radio button to attach documents, (e.g. an exhibit, appendix) and
proceed to Step 12. If no attachments, click on the No radio button.

Click on the Next button.

The Select one or more attachments: screen displays.

Select one or more attachments.

Case 2:04-bk-20060

1) Enter the pdf document that contains attachment (for example: C:\appendix.pdf).
Filename

[04PDFfiles\Banknptcy - Exhibit pdf Browse

2) Select a document type and/or enter a description.

Type Description

[ Exhitait =] [Title ta vehicle

3) Add the filename to the list box below. If you have more attachments, go back to Step 1.
[When the list of filenames is complete, click on the Next button.

’7 Add to List E

Remove from List
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¢
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STEP 13

Use the Browse button to navigate to the location of all necessary files.

Type - click on the down arrow to select the type of attachment, if listed.
Description - type in any additional description if needed.

Add to List - click this button to add selected attachment to list. As documents
are added to list, they will appear in the filename list box.

Click on the Next button.

The Notice of Electronic Claim Filing screen displays confirming the document
was received and is now an official court document.

The Notice of Electronic Claims Filing displays the date and time the
transaction was received by the court, creditor name, claim number, and other
case participants.

Print a copy of the Notice of Electronic Claims Filing screen as a receipt of
docketing for your records.
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